
Updating Your Job Service Resume 

This “How-to” guide is designed to assist you with updating your Job Service Resume. A 

question many people ask is, “What is my Job Service Resume?”   

Your Job Service Resume is a compilation of your registration information arranged in 

resume format. Every section of information that appears on your Job Service resume is 

the result of information that YOU provided in your Job Service registration. You may find 

the resume useful when applying for employment. 

Review the information below to learn more about updating your Job Service Resume. 

You must be logged into to your Job Service registration account to view your resume.  

Go to: https://jobs.mt.gov to log into your online account. After logging in, you will see a 

row of tabs in the green section near the top of the page as shown below. This is your 

'Home' page. 

 

 

https://jobs.mt.gov/


Inside the Home tab, look for the link, ‘View Resume’ in green font on the left 

side of the page about half way down.  Click on ‘View Resume’.  An Adobe  

PDF document will appear similar to the one you see below.  The resume 

shows the exact information you entered in your Job Service registration 

formatted into a resume. 
  

 



 

To edit your resume information, you must first close the PDF document. 

Then, select the appropriate tab containing the specific information you want 

to edit or add.  Once you are on the page, click on an 'Edit' link as shown 

below by the          or… 

 

 

 



select one of the 'New' buttons as shown below by the             

 

 

 

Please note that selecting edit next to an item will only allow you to make 

changes on that single item.  To change more than one item, you need to 

select the edit link next to each item you want to change.  You may also delete 

an item by selecting the delete link as shown above. 

If you want to add a new item, you must select a button that allows you to 

insert new information into your registration like those shown in the above 

picture. 

 



For example, let's say that you want to edit your employment history or add a 

new entry to your existing work history.  First, click on the Employment tab.   

 

You will see your Employment History and Desired Employment sections on 

this page as shown above.  To the right of each employment entry is the word, 

‘edit’.  Click edit to change the information.  To add a new entry, click the 

'New Employment Record' button and input the new information.   

Please note that your Desired Employment DOES NOT appear on your resume. 

 



Finally, be sure to click on the 'Save' button (as shown below) after you make 

any desired changes in your information.  Failure to save your changes will 

prevent them from appearing on your resume. 

 

 
 

If you require further assistance or help with your online resume, please feel 

free to contact your local Job Service office.  

 

 

http://wsd.dli.mt.gov/contact.asp

